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EXhIBIT 1: SAMPLE COMPLETED JOB DESIGN PROFILE
Position of Public Works Director
JOB DESIGN PROFILE




























Experience:. Required. . Desired
As Public Works Director:. . . . .
...More.than.10.years. ________. . ___X____
...More.than.5.years. ___X____. . ________
...More.than.1.year. ________. . ________
...None. ________. . ________
Experience:. Required. . Desired.
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EXhIBIT 2: JOB DESIGN PROFILE (Blank)
Position of Public Works Director
JOB DESIGN PROFILE


























Experience:. Required. . Desired
As Public Works Director:. . . . .
...More.than.10.years. ________. . _________
...More.than.5.years. ________. . ________
...More.than.1.year. ________. . ________
...None. ________. . ________
Experience:. Required. . Desired.

























































































































































































MUNICIPAL PERSONNEL REPORT • MUNICIPAL TEChNICAL ADvISORy SERvICE 11






















































































































































































































MUNICIPAL PERSONNEL REPORT • MUNICIPAL TEChNICAL ADvISORy SERvICE 13
EXhIBIT 5: RESUME ChECKLIST






. 1..Do.the.resume.and.cover.letter.suggest.real.interest.in.the.position?. 1. 2. 3. 4. 5
. 2..Has.the.applicant.had.experience.with.the.variety.of.services.
delivered.by.the.city’s.public.works.department?. 1. 2. 3. 4. 5
. 3..Has.the.applicant.had.experience.working.in.a.local.government.of.
comparable.size,.including.a.comparable.staff.size.and.budget?.. 1. 2. 3. 4. 5
. 4..Has.the.applicant.worked.in.a.similar.geographic.area?.Is.the.
applicant.likely.to.be.comfortable.with.the.community?. 1. 2. 3. 4. 5
. 5..Has.the.applicant.had.broad.administrative.and.supervisory.
authority.in.public.works?. 1. 2. 3. 4. 5
. 6..Has.the.applicant.had.experience.working.with.citizen.groups.
and.appointed.boards.or.commissions?. 1. 2. 3. 4. 5
. 7..What.is.the.applicant’s.educational.background?. 1. 2. 3. 4. 5
. 8..Does.the.applicant.have.good.tenure.with.most.previous.employers?. 1. 2. 3. 4. 5
. 9..Does.the.applicant.show.interest.in.continuing.professional.
development.by.participating.in.training.programs.and.
professional.organizations?... 1. 2. 3. 4. 5
10..Does.the.applicant’s.employment.history.suggest.a.pattern.of.
broad.experience.and.increasing.responsibility?. 1. 2. 3. 4. 5
Total Score: ___________
OvERALL RATING
	 o OS.=.Outstanding.......o VG.=.Very.Good.......o G.=.Good.......o F.=.Fair.......o P.=.Poor
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EXhIBIT 6: SCREENING WORKShEET
PUBLIC WORKS SCREENING WORKShEET
Questions
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EXhIBIT 8: APPLICANT QUESTIONNAIRE
TOWN OF ANyWhERE:
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EXhIBIT 10: INTERvIEW QUESTIONS AND EvALUATION FORM 
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EXhIBIT 11: INTERvIEW ASSESSMENT
NAME.OF.CANDIDATE:_______________________________________________________________________
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National Organizations




















GOvERNMENT FINANCE OFFICERS ASSOCIATION 















ADvERTISING SOURCES FOR RECRUITING MANAGERIAL
AND PROFESSIONAL PERSONNEL
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Other Sources
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APPENDIX B






























































































































































LAWFUL AND UNLAWFUL INQUIRIES 
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